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Sending Out Letter Instructions





The following are directions for sending out your letters for the Mexico Mission Trip 2009. Please read through them before beginning to send out your letters.





Prep:


Use the spreadsheet Mike sent out to organize who you will be sending letters to and make sure to email that spreadsheet back to Mike.


Download the appropriate letter (going, not going).


Open the document in Word. (There is a merge field and if you do a mail merge it will make editing and sending your letters easy.)


Do not edit the chevron field <<>>, which is first name and check to make sure that the date field has put the correct date, if it hasn’t, delete the date and manually type the date.


Go into the document and write the appropriate paragraphs as instructed (paragraph 2 & 4), leave paragraph 1 until after the merge as you will be changing this for each letter.


At the bottom type in your name where it indicates and your contact info. Make sure to delete anything that beginning with “hand written”.


Once you have completed this, go to the Tools dropdown, select Letters and Mailings, Mail Merge.


A screen should appear that will walk you through a mail merge. Step 1 - Select Letters, and Next: Starting Document. Step 2 - Use Current Document and then Next: Select Recipients. Step 3 - Select Use an existing list, browse out to the excel spreadsheet that you inputed your contacts and Open, select Sheet1, and OK. A list will pop up at this point which will have all your contacts selected say OK.  Then Next: Write your letter. Step 4 – You do not need to do anything on this step, so Next: Preview your letters. Step 5 – You should not need to do anything here either, so Next: Complete Merge. Step 6 – Select Edit Individual Letters. A Merge pop up will open select All and OK. (For some of you a grammer error box will pop up saying there are many grammer errors, click ok through these boxes and go to next step.)


A new window will open with all of you letters in it. First, save this document! Then begin to individually edit each letters Paragraph 1, saving regularly. You can do this over days if you want to because you have now saved the merge document. When you finish all the letters – print them.  


Sign all of your letters! Adding personal messages to the bottom left corner of the letters of your choice – all of them if you can. 





Sending:


Print your contacts list and bring it along with your letters to the office.


For each letter you will need: your letter, a South of the Border pamphlet, a South of the Border Response Card, a #9 envelope (with Cornerstone Return Address label), and a #10 envelope (with a stamp). A table is set up that you can work at if you would so choose.


There are two example letters on the table for reference, in case you forget this document.


Select the correct number of #10 envelopes you will need and use your contacts list to address them. Remember to write your return address and adhere a stamp.


If you haven’t already, tri-fold your letters. I like to fold mine like and accordion, with the Mexico letter head facing out (see example at office).


Select the correct number of South of the Border Response cards and on the back bottom left corner write the first letter of your first name and your last name (ex K. Hayes). This is very important in helping us to track of gifts coming in!


Layer your letter with your letter first with Mexico facing out, behind that place a South of the Border pamphlet, behind the South of the Border pamphlet place the South of the Border Response Card, and behind the South of the Border response card place the #9 envelope with a Cornerstone Christian Fellowship label affixed in the address section (because this is the envelope your recipients will use to send their responses back to us). 


Place all of these items in the #10 envelope with your letter facing the back flap, so it will be the first thing someone sees when they open the envelope. Be sure to put the correct letter in the correct envelope, because you have personalized each letter!


Lick and seal the envelopes and put them in the mail.





   South  of  the  Border  2009
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